\_‘VL\ Department of Veterans Affairs TASK LIST

NAME DATE WORKING TITLE GRADE
NOTE: Theinformation you supply on thisform will be used by your supervisor or an analyst in charting the work distribution of your unit.
1ST DAY 2ND DAY 3RD DAY 4TH DAY 5TH DAY
(Total of 8 hours) (Total of 8 hours) (Total of 8 hours) (Total of 8 hours) (Total of 8 hours) TOTAL
TASKS 5-DAY
(Record each specific task as you perform it during the day, rather Loz Loz Loz Do EE PERIOD
than at the beginning or end of the study. Please be as accurate as MINUTES 3gE|  MINUTES 3gE|  MINUTES 3gE|  MINUTES 38| MINUTES ges| (Toal
possible. Do not record personal time, but spread it across major tasks.) SPEND ON -S| SPENDON -S| SPENDON -S| SPENDON -S| SPENDON T of
EACHTASK |Z£®| EACHTASK |2g®| EACHTASK |ZE£®| EACHTASK |Z£8| EACHTASK |2ZE8[ 40hours
638 638 638 638 638
=>c =>c ==c =c =—c
TOTAL P

VA FORM EXISTING STOCK OF VA FORM 4547, FEB 1962, WILL BE USED. (Over)
MAY 1991 4547



EXAMPLE
Shown below is an example of how a secretary might complete a Task List for afive day period. Note how the minutes are recorded and
then converted into hours -- aso how figures are totaled across and down.




